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OFFICE OF THE SECRETARY OF STATE
E APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
 wd i RECORDS MANAGEMENT DIVISION
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_ NSTRUCTIONS: See Publication No. 76—~RM—1 for instructions on completing this form. Forward signéd original to
= Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
: Attention: Scheduling Section. - f | . )
| ___FORAGENCYUSE | 1. Agency Address . | FOR RECORDS MANAGEMENT USE
 \petication Date | Georgia Ports Authority -t |
{ 1/25/83 | Administration Division, Port Police “?i-LBCp :_B,_,__H‘_
" appiication Numbs? P. 0. Box 2406 \ . ' Date Recaived " Date Completed
Savannah, Georgia 31402 AN 2 8 19823 |'fEB 0 1983
R e e e T g S ST NS g
. 2. Person to Contact Working Title Telephone Number
William L. Kilroy, Jr. . .Chief of Port Police _964-3925

_ < 2 iy

—i:_'Actibh Requestiéd _ T
3. ] Estabush Retention Schedule;'record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

| ¢ ¥ Amend Application No.79=136 " _ Check One: (3 Change; (3 Supercede; O Void
' &, Date: of Serigs 5. Recoids Saries Title (followed by title used in office; if different)
Earliest Latest '

 Loss and Pilferage Reports

: 1970 [ To Date |

€. Divisron and Office Function

~ What is the function of the Division and the Office in which this record series is created?
To Port Police Department {s responsible for vehicle security {issuance and maintenance
of all decal records, logging of non-registered vehicles, processing of incoming and out-
going trucks), internal seciruty (conducting record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port Police
personnel), physical security (conducting rolling patrols and key patrols through all
areas of the Port). Maintain fire prevention systems, conduct fire prevention and
t fire fighting training for Port Police personnel. Enforces traffic ordinances, develops

and maintains parking plan and maintains 1iaison with other agencies: example, Coast

Guard, F.B.I., G.B.I., Customs including surveillance, investigation and pilferage
activities.
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7. Record Series Description This file contains the following documents {include form numbers and titles, if any): |
Attach samples of the file,

Documents relating to:

Loss or pilferage of cargo at G.P.A. facilities by theft or shortagé.

included are: - ‘. ' 1 feraas
neiuded are Report of investigation, Loss and Pilferage worksheet showing:

location, date, date of report, time of report, time discovered,
by whom, description and amount of loss or pilferage, value,
import, export, storage, name of receiving clerk, bill of lading,
number, intelligence information.

File is arranged: Numberically by assigned number.

'8. Monthly Referenca Rate  How often are records referred to which are: N
One to six monthsold __15 . Seven to twelve months old _._I_Q__N,__.; Thirteen to twenty-four monthsold 5 __ ___;
twenty-five months and older 2
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9. Annual Rate of Accumulation of Rerords
Letter-size drawers — ... ; Legal-size drawers

1 m Shelves . __;Qther (spoCify) e i e e
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Attach copy or excerpt of laws or regulations, Explain dadministrative need.
@"?’?‘-C-e- Tepevevxc_,_ Ye cbuiure wewt

ves | lf_\jQ_]r__IQ,ﬁQ!mesliggg_a_izrg jPiace an "X" i t“proper _mluman_ - e o } s '*
a. ls this the official copy of the series? :
___)L ! If_not, where i it? _ e — - —— :
X b. Does the series contam'confldentlal mforrnatlon requmng security handling? If yes, cite Iaw or regulatuon
i
: X jr ¢ ls thts avital record? T *_'7____ . __&L! . e
- | X d. Does this series have historical or long term research value? e e
e. When one or two documents in the file make it necessary to keep the entire file for a Iong penod could these
X . documents be scheduled separatelv? . ' .
— X | f._Is the information contained in this serlesgver nubllshed? lf yesLanach_can.,,_ R Ve L
" I g. is the information contained in this series ever analyzed and/or recorded in a summanzed report?
1 X | ifves.attachcoovy.. . _ R e e
l I h. Is thers a duplication of this series in your office, or in another offlce of agencv?
| X1 | if ves.wherez In the Official Report F1 les.
L _I,,X 1.i s this series for a maior oortmaof:t):egulaﬂvm:croﬂlme& R OL L L s N
. [ X .| i Does the record series result in a computer printout? _ S SO
11. Retention Requirements ? The foilowing requires the series to be. kept
a. State Law , _years, _d. Audit period — e YRS,
b. Statute of limitation —— e e _years, e. Administrative need - 1 _years.
c. Federai law TS years. {, Federal}re'gention instructions — ... __ ______years.
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12 Apomved Dispout:on Instrucuons - This agency re..omn-ends that the fnle ser:es be cut oft at t the end of each: o
- ‘ b é Calendar Year D Ftscal Year: E] Other ) _"' ‘1'._ R ,,._,__,,__then
3 Hold in the current files area -~ - :z:__month(s) R '”__é;.. o ;ear{s) then o '_ o B )
Transfer to iora! holding area, hold _ __yeér ‘s) then - - T ST A B
3 Transfer to State R=cords Center; hold =0 yeaf(s); thery D N
! Destroy. ) '
O Transfer to State Archives for permanent retention.
(J Other {Specify)
These instructions appiy to all prior and future accumulations of the series.
_ﬁg'égqy_Hga;/Deéi'gbear @qnatugi)_ _ m l . Date rd; Mage_r;-\_; Of'floer (ngnature} ' ~ N bal; B
i_f‘ﬂ-(— "’? ICMZ | S RE-KT
. e e . ,
_ e Stata Records Cogpmuttee (S.rgnature}  Date '
Recommendations in para- ST TN . T W{ !
graph 12 are approved. - State Auditor/Designee W )—~0¢ _ ’ ( ?}_ _ E
{If disapproved, attach letter ;T o ' R I A m’
of explanation.) Recretary of State/Desisnce_|CAuonnnd et dn~ . Y3/83
Attorney General/Des:gnee ,ﬂ@‘ %'_3 '
AR—50—71 TS T e s i SO . S — A, - >
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APPLICATION FOR RECORDS RETENTION SCHEDULE |, OFFICE OF THe SECAETARY OF STATE

RECORDS MANAGEMENT DIVISION
oo INSTRUCTIONS: Sea Pubhca n No. 76—PM--1 for instructions on completing this form. Forward signed original to

! Oepartment of Archives and istory, Records Management Division, 330 Capitol Avenue, Atlanta, (3eorgia, 30334,

. Attention: Scheduling Section. ' N :

£,

{ FORAGENCYUSE |1, Agency Address . " FOR RECORDS MANAGEMENT USE
" Agorncation Date Georgla Ports Authority | Lo _ Applicstion Number ' '
0 8/01/79  Administration Division, Port Police * -1
i ‘ Post Offlce Box 2406 7 q 3 Co

Application Numbar Savannah, Georgia 31402 . Deate Recsivad Date Complated
i 75 ’ AUG -6 1979 [AUG 13 1576
. L Bgrson to Contact ’ Waorking Title Telephona Number

William L. Kilroy, Jr. o Chief of Port Poiice : 964-1721, # 211

-~

!
1}
! 3. Action Requested
: ’ 3. 3 Estaonsn Retention Schedule; racord will cantinue to accumulate.
i b. D Disposa of prasent accumuliation: no furthar accumulation anticipated.

= Amend Appiication No. . ... Check One: ] Change; O Supercede: O Void -

: Datss ot Seriey . Records Series Title (followed by title used in office; if diffarent)
o ch‘llm Latest ' .
' 1970 | To Date Loss and Pilferage Reports _
: i-ﬁ. Linmon and GiHfice Function What is the function of the Division and tha Qffice in which this record series is crested?

Dot The Port Police Department 1s responsible for vehicle security (issuance and maintenance

: of all decal records, logging of non-registered vehicles, processing of Incoming and out-
o going ftrucks), internal security (conducting record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port Police
personnel), physical security (conducting rolling patrols and key patrols through all

areas of the Port). Maintain fire prevention systems, conduct fire prevention and

fire fighting training for Port Police personnel. Enforces traffic ordinances, develops
and maintains parking plan and maintains liaison with other agencies; example, Coast

Guard, F.B.l., G.B.l., Customs including surveillance, investigation and pllferage
activities.

(WY “1

7. Record Saries Description, This file contains the fouowmg decuments (mclude form numbers and titles, if any):
- Attach samples of the file, :

Documents reiating to: Loss or pllferage of cargo at G.P.A. facilities by theft or shortage.

included are: . Report of investigation, Loss and Pilferage worksheet showing:
location, date, date of report, time of report, time discovered,
by whom, description and amount of loss or pllferage, value,

o import, export, storage, name of receiving clerk, b||| of lading,

) ' number, intelligence information.

File is arranged: Numerical ly Ly Assiqned Nvnbenr,
8. Monthly Raferancs Rate Fow often are records refatred 1o whicn ara:
QOne 0 six months old ; Sevan t0 tweive menths ola 10 ; Thirteen to twenty-four months oid _.E__.....___;
- twenty-five months andolder____ 2 ______?
9. Annual Rate of Accumulation of Rerords 1 '
i Letter-size drawers ; Legal-size drawers ; Shelves ; Qther (spacity)
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vorews are A FLLOR grapar column)

a. ” th“ the official copy of the series? © oo~
X If not, where is it?

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. -

—

X lc_ s thiﬁavital record? f

d

X, d. Daes this series have h|storical or long term research vaiue?

X f_lsth

LT

e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these

X ﬁm&nﬂmm;gmmm -

% g. Isthe mformatmn contained in thus sems ever ana!\;z'e& a‘nd/or recorded in 3 summanzed report?
. 1f ves, attach copy,

% h. Is there a duplication of this series in your offwe or in another office or agency?
1f yes, whera?

o e ot

11. Retention Requirements

a. State Law
4, Statute of limitation
2. Pngeral law

PRSP

X L_ls thimnﬂiimmmama_z&m@hummmmgm
X i Roes the record series resuit in a computer drintout?

The following requiras the saries to be kept:

K years.

]

e m—— year S.

- ——— e R = -

Attach copy or 2xcerpt of laws or regulations. Explain administrative need. .

d. Audit period
years, e, Administrative need
f. Federal retentioniinstlf_yggiqqs

¥

yeaars,

.. YOS,

.yesrs.

X Destroy.

U R

0 Other (Soecify)

ER ]

12. Aporaved Dispesition instructions

A Hold in the current files area
@ Transfer to local hoiding area, hold
J Transfer to State Records Center; hold

month(sl

year(s). then
year{s); then

O Transfer to State Archives for permanant retention.

These instructions apply to ai! prior and future accuniulations of the series.

Thss agemfv recommends that the file series be cut ort at the end of each
= Calendar Year' O Fiscal Year; [J Other e

year(s):then_ o

- then,

| Agency Haad/Desing [Signature) | Date

Recogds Management Officer (Sionature)

Date

Recommendations in para-
graph 12 are apgroved,

{If disspproved, attach letter
of expfanation.)
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